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The Office of Sponsored Programs

The James Madison University (JMU) Office of Sponsored Programs was established to assist faculty in obtaining external funding to support their creative and scholarly activities.  The Office of Sponsored Programs' main objective is to fulfill the University goals of fostering a scholarly climate that inspires creativity, a free and open exchange of ideas, critical thinking, intellectual curiosity, freedom of expression, and intellectual integrity; and expanding the knowledge and understanding through research, scholarship, and creative expression in sciences, arts, humanities, and the professional disciplines.  Thus, the office plays a role in helping the university fulfill its research, instruction, and public service missions.  The Sponsored Programs Office attains these goals by performing four basic functions: reviewing and approving all Sponsored Programs proposals and awards for external funding; serving as the university's negotiating and executing office for sponsored program agreements and relationships; interpreting the regulatory and contractual administrative requirements/terms of these relationships; and distributing information received concerning external funding availability to appropriate faculty.  This funding allows for research that will keep faculty members abreast of developments in their fields while frequently providing students with active learning experiences. 

The Sponsored Programs office is responsible for three distinct areas of activity: services and resources for faculty at the university, adherence to policies for JMU, and adherence to policies for external funding sources. The office has a responsibility to ensure that grant and contract agreements do not present challenges to the institution’s integrity.  All external funding requests need to be presented in a professional and businesslike manner.  The grant application may be the only contact external reviewers, program officers, and business entities have with James Madison University.  The funding request gives an overall impression of JMU, and the Sponsored Programs office strives to ensure the enhancement of the university image while securing funds to support scholarly research endeavors.


The Office of Sponsored Programs (OSP) serves as the hub for the university community in identifying funding sources.  Much like a busy airport provides all vital information involving flight arrival and departure times, cost information, and assistance in successfully reaching a selected destination, the OSP assists with application deadlines, budget information and the promotion of funding announcements from multiple sources.  As a result, funding at JMU continues to increase as faculty and staff begin to fully recognize the world of external funding and the wealth of information available to them through the Office of Sponsored Programs.


There are several values to which the OSP adheres.  The first of these is service.  We are committed to providing the best service possible to all our constituencies, including the faculty and staff who use our resources and the agencies that depend on us to maintain appropriate regulatory and compliance records.  We also promise integrity and dedication in all of our business.  We conduct our activities honestly and openly and commit strongly to the activities we undertake and the individuals and university we serve.  Lastly, we promise efficient and professional operations.  We work in such a way to permit the most rapid response possible to the needs of our constituent groups; and we function in a manner that adheres to the expectations of professional research administrators for responsible and accurate execution of our duties.

Identification of Funding Sources

The Office of Sponsored Programs is a wonderful resource for identifying funding sources.  Information regarding contract and grant opportunities are distributed through funding opportunities available on the OSP homepage (http://www.jmu.edu/sponsprog), and a monthly newsletter. The newsletter, External Funding Advisor (http://www.jmu.edu/sponsprog/newsletter.html), is distributed each month within the JMU community and summarizes current information on the availability of external funding for research, training, and technical assistance.  Additionally, OSP subscribes to the Community of Science (http://pivot.cos.com/). Faculty and staff members are encouraged to inquire as to how they can access the system on their own computer.
Through personal contact and faculty interest surveys, the OSP staff stays informed of faculty activities and research interests.  Faculty initiative, however, is the key ingredient for support from the OSP and external sources for creative and scholarly activity at JMU.  Serving the faculty, and ultimately the university, is the mission of the Sponsored Programs office.  All faculty are invited to visit the office to discuss particular areas of interest as well as to acquaint the OSP staff with current research activities and interests.  A visit to the Office of Sponsored Programs provides:

· Information on funding sources 

· Guidelines for proposals 

· Applications 

· Information on the submission and approval process 

· Budget assistance 

· Recommended timetable for the preparation, approval and submission process

Approaching Funding Sources

Before writing and submitting a proposal for external funding, Principal Investigators (P.I.) should be sure that their ideas are in alignment with the goals of the funding agency.  Initial contact with someone from the funding agency may provide the opportunity to clarify the interests of the sponsor and to obtain suggestions for strengthening the project idea.  The OSP staff can advise researchers on the types of proposals that should receive preliminary approval and those where such prior contact is prohibited.  Faculty should also contact their Dean, Department Head, or Director to enlist approval and support for the proposed project.
Writing the Proposal
Briefly, a proposal is a plan that: states a problem, offers strategies for solving the problem, asks for resources to do the work, justifies the request for funds by demonstrating the probabilities for success, and explains how the effectiveness of the plan will be measured.  Funding agencies often have requirements for the length of the proposal, and principal investigators are responsible for writing the proposal in accordance to the guidelines.  Applicable guidelines will be found in the program announcements available from the agency or through the OSP.  We recommend that an individual with expertise in the subject area review a draft form of the proposal.  The following items should be taken into consideration: significance of the problems being addressed, the quality of the proposed solution, and the past performances of the people who will be running the project.  (For additional proposal writing tips, see the OSP homepage at the following address: http://www.jmu.edu/sponsprog/writingtips.html).  The OSP will provide whatever assistance is feasible in this review process prior to the initiation of formal routing and approval by JMU officials.  Regardless of the funding agency and the subject of the proposal, the application usually consists of the following items:

· Cover sheet 

· Table of contents 

· Abstract 

· Problem statement 

· Related research 

· Objectives 

· Procedures 

· Personnel data 

· Facilities available 

· Budget and budget narrative 

· Appendices
you may already be familiar with most of these terms, but some of them have specific requirements when working with grants.  Use this checklist to ensure all criteria are properly met. 

Abstract
This will appear at the beginning of the proposal but should be written last.  In most cases, it should include the major objectives and procedures of the proposal condensed to one page.  Check the guidelines to verify how long the abstract should be.  The abstract is important because it is usually what the reviewers read to get a perspective on the study.

Problem Statement
This section of a proposal is crucial in convincing the reviewers that the project is important.  In this portion, be as realistic as possible in terms of personnel, time, and potential of resources needed.  Be specific and identify the portion or area that will be investigated.  Describe the merit of specific applications, of the knowledge to be earned, and the potential importance of these applications.  Do not dedicate too much space trying to convince the reviewers that the research is necessary.  It is important to balance completeness and brevity.  Try to keep paragraphs short, and use headings or subheadings where appropriate.

Related Research
Your familiarity with previous work related to the problem you are studying is important.  The reviewers will want to know how your work will either expand on or benefit from previous or concurrent studies.  Try to show how your project will advance the field in significant ways.

Make sure the studies discussed bring the subject up-to-date.  Do a summary of the relevant information needed for the reviewers to understand the correlation between existing work and the reference to the work you are proposing. This is the perfect spot for you to indicate your scholarly competence.  Point out the limitations of any technical flaws in the studies you discuss and indicate how you would advance the field through your work.  If your project is new, cite the closest research and show how it falls short.

Objectives 
      
Be specific in the objectives you plan to achieve as a result of the proposed project.  Be brief and to the point. Enumerate objectives in order of importance.  The objectives in a research proposal can be phrased either as questions or as hypotheses.  Questions are normally used when the research is exploratory or when the study is a survey seeking certain facts.  Hypotheses should be stated in such a way that the proposal suggests a procedure for testing.  Your objective can be to test or seek an answer by means of the test.  The objectives in a training or service proposal usually will respond to a special need.  Documentation of the need is a critical aspect of the proposal.

Procedures 
In this section, you will state how you intend to do your project.  You need to convince the agency that you know what you are doing, that the work is novel, and that it is worth supporting.  
You should clearly state:

· What you intend to do with what supplies

· Techniques and methods you plan to use 

· How you intend to collect the data 

· How you intend to analyze and evaluate data 

· Time schedule for project 

· End product expected

Make sure your start date is realistic in light of available personnel, equipment, and facilities.  Allow enough time to collect, analyze and interpret data, and write the final report.  Also allow time for secretarial, editorial, and duplication efforts needed to produce the report.

Personnel List 
Include only those who have consented to take part in the project. Indicate the experience and competence of all involved.  It is sometimes advantageous for a new researcher to secure the services of an established researcher as a consultant.  When this is the case, make the nature of the cooperation clear.

Facilities 
List all special facilities available that are relevant to the project. Specify computer facilities, any special equipment, library, testing, or research collections available. Make sure to get permission from the appropriate authority for the use of any of these special facilities. When field arrangements require the approval of other cooperating agencies, be sure to provide proof of prior approval.

Budget Preparation
       The OSP will assist in the preparation of the proposed budget, which is an estimate of the costs necessary to satisfy the project’s objectives. While preparing the technical proposal, the Principal Investigator should begin to estimate the costs of the various components of the budget.

       It is essential that a draft budget be provided to the OSP as soon as possible so the OSP staff may provide assistance with the correct fringe benefits and indirect costs calculations.  Budget format and information on items to be considered when preparing a budget are available through OSP.

       It is crucial that you familiarize yourself with the budget format required by the agency. A budget justification should be part of the proposal. (For more information on budget justifications, visit the OSP homepage at http://www.jmu.edu/sponsprog/budgets.html). The following are examples of categories used in budget preparation.

· Salaries - These should be in accordance with the university’s pay plan and include pay of faculty, classified staff, and student employees.  All salaries require fringe benefits, which are discussed below.

· Fringe Benefits - All salaries require inclusion of the university’s contribution to fringe benefits (i.e., retirement, social security, health insurance, retirees health care, and group life insurance).  The rates are available from the OSP and are published from time to time in the OSP Newsletter. General rate information is available from the following OSP webpage: http://www.jmu.edu/sponsprog/ratecard.html. 

· Specific fringe benefits rates are posted on the Office of Budget Management webpage: http://www.jmu.edu/budgetmgmt/univbudgetinfo.shtml. 
· Other Personnel Services - This category includes undergraduate students, graduate students, temporary help, and student assistants who are paid by the hour. Other personnel services also require inclusion of fringe benefits. The fringe benefit rate for other personnel services is lower than that of salaried personnel. Again, rates are available on the OSP webpage: http://www.jmu.edu/sponsprog/ratecard.html .

· Supplies - Estimate these costs carefully.  The agency may require a detailed listing of all supplies along with a price breakdown.  Check the guidelines carefully to verify if this is needed.

· Equipment – Only items of acquisition cost of $5,000 or more per unit should be listed in this category. All equipment to be purchased must be justified. Estimates should be obtained from vendors and procurement should be contacted in case bidding procedures are necessary.  Check to see who retains possession of the equipment at the end of the project. Many agencies will retain possession and the equipment will have to be returned. 

· Consultants - This may be justified when the project requires expertise of a specialized nature for a certain period of time. Consultants should only be budgeted for in those instances where expertise is not available on campus.

· Travel - Most sponsoring agencies want to know your destination and purpose for planned travel as well as the associated cost.  When travel to professional meetings to present papers on the project is required, remember to allow funds for those collaborating on the project. All travel costs should be calculated on the least expensive means of travel.  Check agency guidelines carefully to make sure that travel expenses are allowed and for any special requirements they may have.  Some agencies do not allow or restrict international travel. Important rate information regarding standard travel and per diem rates is included on the JMU web site at the following address: http://www.jmu.edu/finprocedures/4000/4215mie.shtml 
· Facilities and Administrative (Indirect Costs/Overhead) - This Facilities and Administrative (F&A) rate is negotiated between the university and the Department of Health & Human Services.  F&A rates for on-campus, off-campus and training projects are different and are calculated differently. Rates are available on the OSP webpage: http://www.jmu.edu/sponsprog/indirectcosts.html.

· Cost Sharing - In some cases, cost sharing or matching is required by the agency. It is imperative you become aware of such requirements in order to meet the specific needs of the agency and that you have the written approval of your Dean and/or Department Head for any promised match. Definitions of types of cost sharing and a form for this purpose are available on the OSP homepage at the following address: http://www.jmu.edu/sponsprog/cost_share.doc. Please note that this form should be completely filled out and signed by both the P.I.’s department head and dean prior to submission to the OSP for university approval.  Beware that ordinarily cost sharing by the university will only be approved in cases where the sponsoring agency requires mandatory cost sharing. Obtaining prior approval for cost sharing commitments is the responsibility of the P.I. It is also an integral part of the Internal Approval Form (http://www.jmu.edu/sponsprog/InternalApprovalForm.doc); see blocks # 18, 19, 20.  Make sure that you accurately estimate for data collection, final report preparation, and publication costs. 

· Other Expenses - If the proposed project includes meals it must be clearly stated in the budget.  A detailed breakdown per participants must also be included.
Proposal Writing Traps
Try to avoid these shortcomings, which are typical of many initial proposals. 

· Application forms and other items requested are incomplete

· Length of proposal exceeds the amount specified in the guidelines

· Typeface does not meet agency minimum size requirement

· Proposal is not well organized

· Proposal lacks professional appearance

· Program guidelines, priorities, and literature have not been reviewed 

· Objectives are incomplete

· Target group is not clearly identified 

· Inadequate documentation of the significance of the project or program

· Excessive jargon is used

· Continuance of program is not explained 

· Inadequate plans for evaluating the effectiveness of the project 

· Budget does not show institutional commitment 

· Budget does not total correctly

· Budget items are not explained or referred to in the budget narrative

· Curriculum vitae is not current and/or is too long

· Appendices are excessive

Other proposal writing hints can be found on the OSP homepage at http://www.jmu.edu/sponsprog/writingtips.html.

Proposal Submission

The final copy of the proposal, along with all forms and appendices, should be assembled and reviewed.  At this point, the Principal Investigator will prepare an Internal Approval Form, available from the OSP or via the OSP website at http://www.jmu.edu/sponsprog/allforms.html.  The OSP will provide assistance with the completion of the form, if needed.

When the Principal Investigator signs the Internal Approval Form, he/she is assuming responsibility for 

1. the scope of scientific and technical effort; 

2. preparation of the required technical reports; and 

3. management of the resulting award in compliance with sponsor regulations and JMU policies.

The Principal Investigator is responsible for obtaining the signatures of his/her Department Head and Dean.  When applicable, the Principal Investigator is also responsible for obtaining signatures regarding space, human subjects, animal subjects, biohazardous materials, release time, computer time, and cost sharing.  The appropriate person(s) to contact regarding the above mentioned approvals are available in the OSP. The proposal and the Internal Approval Form should be submitted to the OSP for the other pertinent signatures.  (For more information regarding proposal processing, visit the OSP homepage at http://www.jmu.edu/sponsprog/proposalsteps.html)  

The P.I. should follow the steps below to provide accurate and speedy proposal processing:

· Complete, in its entirety, an Internal Approval Form.  It is imperative that all blocks are complete in order to maintain accurate files.

· Obtain those signatures that he/she is responsible for prior to submission to the OSP.

· Submit a draft copy of the budget to OSP prior to proposal submission.

· Give the OSP at least 48 hours prior to the deadline date to review the proposal and obtain the remaining university official signatures.

· Advise the OSP staff of any upcoming deadlines prior to submission.

· Attach all original forms and appendices to the proposal when submitted to OSP.

· Take responsibility for all duplicating and mailing of the proposal to the granting agency. 

See the Policies and Compliance section on the OSP homepage for additional information: http://www.jmu.edu/sponsprog/policies.html.  

Preparing the Final Copy

Hard-Copy Proposal Submission

The researcher is responsible for arranging for the typing of the narrative portion of the proposal.  The OSP will assist with the budget and any forms that are required. Although most agencies will require online submission in the next couple of years, OSP still needs a hard copy of the proposal along with the internal approval form. 
Electronic Proposal Submission

Most federal agencies have completely switched from hard-copy submission to electronic systems for grant proposal submission and award administration.  The Grants.gov portal will eventually replace the existing National Science Foundation’s (NSF) FastLane system and be the only system for submitting to NIH, along with several hundred other agencies. 
The following section outlines OSP and PI responsibilities in preparing and submitting Grants.gov proposals to federal agencies. 
Grants.gov Basics

The purpose of switching to electronic systems is to simplify and centralize the submission process. Applications submitted through Grants.gov are considered official submissions to the Federal government. These applications are not web-based, but rather forms that have to be completed. Grants.gov provides easy steps to submitting a proposal as well as a list of funding opportunities. To help make Grants.gov readily usable for facilities, the website provides tutorials, FAQs, and a glossary of terms, just to name a few. 
The following information is provided to help JMU faculty, staff, and students prepare an electronic proposal using Grants.gov. 

Getting Started on Grants.gov

1. After opening the Grants.gov browser, locate a funding opportunity for which you would like to apply. You will be able to download the application package and the instructions. By right-clicking on the link, you can save both of these documents anywhere on to your computer. When naming files, do not use spaces, hyphens, or special characters. You will not need to be connected to the Internet to view these saved documents. You will need to have Adobe Reader to view and complete the application package. 
2. James Madison University is already registered as an institution on Grants.gov. No additional registration by PI’s or business managers in necessary. Contact OSP and give them the CFDA number and title of the solicitation and let them know this proposal must be submitted through Grants.gov. Hard copies must be routed through OSP with the internal approval routing form. (OSP must receive the hard copy of the proposal 5 days in advance to the submission deadline.)
3. OSP needs the final version to be uploaded no later than 24 hours prior to the submission deadline. OSP must submit the finished Adobe file proposal package to Grants.gov. 

Reread the agency solicitation and the Grants.gov instructions. Sometimes they do not match. As other federal agencies adopt electronic submission procedures, OSP will keep faculty and staff informed of these developments via newsletters (Funding News and Notes) and the website (www.jmu.edu/sponsprog).  The most important consideration is to contact OSP staff as soon as you know that electronic submission will be required for part or all of a grant application. 

Checking the Proposal--What Will Reviewers Look For?

           After writing the proposal and preparing the budget, take time to look over the grant application with a critical eye. Trying to evaluate the proposal from the perspective of an agency reviewer can enable you to spot sections that lack required information or that could be improved to strengthen the case for the proposed project. Consider asking one or more colleagues to review the application as well. OSP can help in this process, time permitting.  

Although every funding agency has its own criteria for review, the following are key considerations: 

· Does the proposal clearly establish and document the need for the project?  Does it make the case for what is innovative about the project?  Would the project make an important contribution to its field?  

· Are project objectives realistic and measurable? Do the objectives lead logically to the achievement of project goals?  

· Is the project design adequate for achieving the project objectives? Do proposed activities build sufficiently on existing literature/research? Is enough information provided about the methodology to judge that it is sound and appropriate? Is data collection adequately planned, and is proposed data analysis appropriate for the aims of the project?  

· Is a detailed timetable provided? Can the planned activities reasonably be carried out in the time allotted?  

· Is institutional support for the project clearly indicated and sufficient?  

· Is the function of the project director described in detail? Does the director have the qualifications and experience to carry out the project? What is his or her track record--publications, previous grant support--in the area of interest?  

· Are other key personnel well qualified? Are staff resources sufficient and appropriate for carrying out the project, or does it seem likely that the project will be understaffed or overstaffed? Are job responsibilities and time commitments clearly delineated?  

· Are the facilities and equipment adequate for the needs of the project? Is there a clear need for any equipment requested? Is the request reasonable?  

· Are other resources adequate for the needs of the project? Is planned use of resources efficient and cost-effective?  

· Are the costs reasonable? Are they adequate, or do they underestimate or overestimate likely project expenses? Does the budget justification present a clear rationale for the funding requested?  

· Does the application contain all required sections and materials using the order, format, and terminology specified by the agency/program guidelines?  

· Is the overall proposal well written, logical, and persuasive?  

· Is the proposal presented well, with easily readable type, clearly distinguishable subheads, sufficient margins, etc.? 

Avoiding Roadblocks
Before developing a proposal, the Principal Investigator should contact their Dean, Director, or Department Head to enlist approval and support for the project. Questions concerning faculty time commitments, space, and facilities should be resolved at this time.  If the project is a complicated one, involving hiring of additional staff or consultants, leasing of space off campus, or entering into subcontractual agreements, the OSP staff can provide budgetary and administrative guidance and support.  The OSP also maintains information on policies regarding patents and inventions, copyrights, export controls, biosafety, and research involving animal or human subjects.  Inquiries are welcome and advisable.

Revisions to the budget proposal and/or the technical proposal are often necessary as a result of negotiations with the sponsor prior to the award of the grant or contract.  Review and approval of budget revisions are also prepared through the OSP and follow the same procedures as indicated for the original budget.

Remember, the whole process will take longer than you think.  To ensure timely submission, the Principal Investigator and the OSP should work together during the proposal development, preparation, and approval phases.  Unsolicited proposals may be submitted at any time, but six (6) to nine (9) months should be allowed between the date of submission and the anticipated start date. Literature available through OSP includes deadlines for proposal submission. The JMU Office of Sponsored Programs welcomes your visit and inquiries to discuss your areas of interest in research, training, and other assistance.  Let us know if you would like to be added to our newsletter mailing list.  Please feel free to contact us at any time at 568-6872.

For “University Facts” about James Madison University, visit the OSP homepage at the following address: http://www.jmu.edu/sponsprog/factcard.html.  

Policy Guidelines for Sponsored Programs

The Office of Sponsored Programs at James Madison University provides the state-mandated central review process for all external funding requests.  The office is not responsible for setting procedures; instead, the office is governed by regulations set by the Federal Government, the Commonwealth of Virginia, and the University itself.

Federal Compliance

Prior to 1980, the Federal government regulated grant and contract agency approval through the OMB Circular A-95 Review process.  The A-95 review stipulated that all Federal funding requests would be subject to state review prior to submission to a Federal agency.  Accordingly, in Virginia all external funding requests were sent to a state clearinghouse for prior approval.


When the A-95 review was rescinded by the Federal government in 1980, the Commonwealth elected to eliminate its central clearinghouse and give to individual state agencies permission to accept monies directly into their financial accounting systems (apart from the education and general funding) in and only if there was a central review process in place within each agency.  The Office of Sponsored Programs now serves as the central clearinghouse for all of JMU’s external funding. 


Presently, the Federal government mandates that the external funding process be regulated by OMB Circular A-21 (Cost Principles for Educational Institutions).  It requires a funding request to follow certain allowable and “disallowable” cost principles.  It also mandates other compliances and assurances in order for an agency to remain eligible to receive Federal funding. The Federal Compliance is dictated to the university by three “circulars” published by the Office of Management and Budget (OMB) as follows: OMB Circular A-21, OMB Circular A-110, and OMB Circular A-133. 

For more information about OMB Circulars, visit the OSP homepage at the following address: http://www.jmu.edu/sponsprog/RegsCompliance.html.  

State Compliance

The Commonwealth of Virginia requires that agencies comply with the Accounting and Reporting Systems Manual (CARS); the Acts of the General Assembly; and other state mandated regulations on grant acquisition.


Accordingly, each agency/institution must annually submit to the Department of Planning and Budget reasonable estimates of anticipated receipts from external sponsors to include federal, state, and private agency funding.

Internal Procedures

Grants, contracts, research agreements, and sponsored award documents are legal instruments, which bind the parties to terms stated therein.  Therefore, state and federal laws as well as policies and regulations of James Madison University must be followed when preparing, accepting, signing, and executing such legal documents.  Thus, all proposals whether new or continuing must be processed through the Office of Sponsored Programs (OSP) for formal University approval and signature prior to submission to external sponsors.  The OSP serves as the administrative voice in the negotiation and acceptance of grants and contracts and subsequent modifications.

The proposal serves as the primary document upon which the university and a funding source agree to provide the funds, facilities, and services necessary for the performance of the research, training and/or development.  Grants and contracts are made to the institution and not the Principal Investigator; therefore, institutional approval and involvement is required.  It specifies the obligation of the principal investigator to perform services, the university to provide facilities and services, and the sponsor to provide financial support.

Review Policy # 2201: Sponsored Programs Proposals--Pre-Award/Post Award Procedures.

Policy Guidelines

The following general principles govern University research, educational and scholarly endeavors sponsored in whole or in part by outside entities, including industry or government.  University sponsored programs is defined as any sponsored activity using University facilities or with support from funds administered by the University.  Excluded from the definition of University research/endeavors is personal research/endeavors not supported from funds administered by the University and that does not use, or makes only nominal use of, University facilities, and that does not interfere in any way with University responsibilities.

Required Institutional Research Policies
Misconduct in research and other scholarly work
The University places a very high value on the integrity of a faculty member’s research and scholarship.  Misconduct in research or other scholarly activities is prohibited, and allegations of such misconduct shall be investigated thoroughly and resolved promptly.

Scientific and scholarly misconduct means fabrication, falsification, plagiarism, or other practices that seriously deviate from those that are commonly accepted within the scientific or scholarly communities for proposing, conducting, or reporting research or other scholarly activity.  It does not include honest error or honest differences in interpretations or judgments of data.  The misconduct may appear in the content of a grant proposal, published manuscript, work of art, film, news release, or other expressions of scientific or scholarly activities.

Review Policy # 2205: Policy for Misconduct in Research and Other Scholarly Work 
(http://www.jmu.edu/JMUpolicy/2205.shtml).  

Protection of Human Subjects
Federal regulations require that use of humans as subjects of research be reviewed by the Institutional Review Board (IRB).  In general, if an activity involves any unusual risk to the subject, or if the results of the activity are to be used in any form of publication or formal presentation, that activity should have prior IRB review.

Review Policy # 1104: The Institutional Review Board on the Use of Human Subjects in Experimentation (http://www.jmu.edu/JMUpolicy/1104.shtml). 
Conflict of Interest
Universities conduct research for the purpose of generating new knowledge.  The potential for conflict of interest and/or commitment exists when faculty researchers exercise preferential access to knowledge, and/or University resources, for personal gain.  JMU is bound by the State and Local Government Conflict of Interests Act as enacted by the Virginia General Assembly on August 1, 1987 and as subsequently amended.

Conflicts of Interests occur when an officer or employee, or member of his or her immediate family has a personal interest, or benefits or suffer from his or her participation in a contract or transaction considered by James Madison University.

No officer or employee of any governmental agency (e.g. JMU) shall have a personal interest in a contract with the government agency (e.g. JMU) of which he/she is an officer or employee, other than his/her own contract of employment.  However, there are exceptions allowed within the State and Local Government Conflict of Interests Act.  Before any agreement or contract other than an employment contract is contemplated or exists, an advisory opinion from the Attorney General is encouraged.

Review Policy # 1106: Conflict of Interest (http://www.jmu.edu/JMUpolicy/1106.shtml).
Vertebrate Animals in Research
The JMU Institutional Animal Care and Use Committee (IACUC) is charged with reviewing protocols for use of vertebrate animals in research and instruction.  IACUC is concerned with justifying the use of animals and ensuring that the animals are afforded humane treatment.  All uses of vertebrate animals conducted under the auspices of James Madison University must receive a project approval number from the University’s Institutional Animal Care and Use Committee prior to any animal involvement.  Failure to obtain proper IACUC project approval may result in the suspension of privileges for the use of animal facilities controlled by the University.

Review Policy # 2202: Institutional Animal Care and Use Committee on the Use of Animals in Teaching, Education and Research (http://www.jmu.edu/JMUpolicy/2202.shtml). 
Biosafety/Recombinant DNA
JMU recognizes the importance of conducting research, which requires the use of recombinant DNA technology.  Cognizant that these activities may be accompanied by some risks, the University requires that the activities by this policy be reviewed and approved by an Institutional Biosafety Committee (IBC) to ensure that it is conducted in accordance with the National Institutes of Health Guidelines for Research Involving Recombinant DNA Molecules.  This policy is in full compliance with the applicable federal and state laws and regulations.  In addition, adherence to this policy shall not exempt investigators employing recombinant DNA molecules in their research from compliance with other applicable laws, regulations or policies.

Review Policy # 2204: Policy for Institutional Biosafety (http://www.jmu.edu/JMUpolicy/2204.shtml).

Significant Financial Interest 
These guidelines define general University policy and procedure regarding conflicts of interest in relationship to research or educational sponsored projects.  Their purpose is to protect the credibility and integrity of the University’s faculty and staff so that public trust and confidence in the University’s sponsored research and educational activities is ensured.

In accordance with federal regulations, the University has a responsibility to manage, reduce, or eliminate any actual or potential conflicts of interest that may be presented by a financial interest of an investigator.  Thus, the University requires that investigators disclose any Significant Financial Interest that may present an actual or potential conflict of interest in relationship with a sponsored project requiring such disclosure.

Review Policy # 2203: Investigator Significant Financial Interest Disclosure Policy for Sponsored Programs (http://www.jmu.edu/JMUpolicy/2204.shtml). 
Intellectual Property
The results of scholarly activities take many forms, including research papers, books, inventions, computer software, musical scores, articles for magazines and journals, and new technologies.  These intellectual properties have value for the owners and should be protected under the appropriate patent or copyright laws.  University faculty have an obligation to disclose promptly to the University any inventions developed with University resources (facilities, funds, or equipment) or under sponsored projects, or those inventions developed within the fields of expertise or scope of employment for which the faculty member is retained by the University.

This University policy is designed to: (1) protect the equities of the creator as well as the University, (2) define the responsibilities, rights and privileges of those involved, and (3) establish basic guidelines to be included in the administration of this policy.

Review Policy # 1107: Intellectual Property (http://www.jmu.edu/JMUpolicy/1107.shtml; 
http://www.jmu.edu/ott/).  
Required Employee Directives
Drug-Free Workplace/Schools and Campuses
The Drug-Free Workplace Act of 1988 requires that all institutions receiving grants from any federal agency certify to that agency that they will maintain a drug-free workplace.  James Madison University is committed to maintaining a workplace free from the unlawful manufacture, use, dispensing, possession, or distribution of controlled substances.  Unlawful manufacture, use, dispensing, possession, or distribution of controlled substances by university employees in the workplace is prohibited under University policy.

Review Policy # 1110 Substance Abuse (http://www.jmu.edu/JMUpolicy/1110.shtml). 
Compliance with Civil Rights Requirements
University policy requires compliance to the following acts and policies: Civil Rights Act of 1964, Employment of the Handicapped, Americans with Disabilities, Title IX – Sex Discrimination, Age Discrimination, Equal Opportunity, Affirmative Action for Special Disabled and Vietnam era Veterans.
Extra Employment and Faculty and Administrative Staff

It is the University policy that no full-time faculty or staff members may engage in other employment, not in any private business or profession during the hours for which they are employed to work for the State, nor outside such hours in a manner or to an extent, that affects or is deemed likely to affect their usefulness as an employee of the Commonwealth.  

The employee/employer relationship between State employees and the Commonwealth of Virginia is continuous and it encompasses any and all work performed for the State.  Extra employment is defined as work performed outside of any relationship with the University or Commonwealth of Virginia.  Work of this nature includes all self-employment and self-initiated professional services such as consulting, workshops, seminars, conferences, institutes, or short courses accomplished for any source other than the State.  Participation in paid military reserve drills and other military activities are not to be construed to be extra employment under this policy.

Employees may engage in extra employment if such employment does not interfere with the individual’s responsibilities to the University and there is no violation of the Virginia Conflict of Interest Act.

During the summer months, University faculty who perform work during the summer months for research and other externally sponsored activities not associated with summer school are paid according to the terms of their institutional contract.  Faculty who engage in sponsored programs may be paid no more than .333 (3/9ths) percent of their prior academic year salary for all summer work.


In determining the dollar amounts of each faculty position, the “institutional contacted salary” is used.  Institutional salary is defined as the contracted salary approved by appropriate James Madison University officials following prescribed administrative procedures.  This meets the Federal “institutional base salary” definition, the “annual compensation that the applicant organization pays for the individual’s appointment.”

This policy statement is based on the State Consolidated Authorization Payment Plan (CAPP) issued by the Secretary of Education for Virginia, and to comply with the Office of Management and Budget (OMB Circular A-21— Cost Principles for Educational Institutions).

Overload Employment – Overload employment is defined as any work accomplished for the University for compensation in addition to full, contracted workloads.  Employee/employer relationships with the University and the commonwealth remain intact during overload employment.  Overload employment of this nature must be assigned by the department head and dean and be approved by the appropriate vice president and the president.

Released Time -- Released time is time during which a person is released from normal duties to accomplish special assignments without additional compensation. Such assignments are determined and assigned by the department with the concurrence of the dean/director, vice president, and president.  Released time from normal duties is authorized only for official University or State business and it must be reflected on the Departmental Faculty Planning Information Form.

Grants -- Work performed under a grant, in addition to full time, contracted duties during the academic year or summer is considered an overload assignment, and such assignments will be made by the department using a PAR Form to hire a temporary employee, as described in policies 1311 and 2201.

Review Policy # 1304: Extra Employment of Faculty and Administrative Staff 
(http://www.jmu.edu/JMUpolicy/1304.shtml). 
Foreign Independent Contractor Payments 
JMU is required to follow federal regulations promulgated by the Internal Revenue Service (IRS) and the Immigration Naturalization Service (INS) for payment of foreign nationals performing work as independent contractors.  Typically, such payments from JMU are in the form of honorariums.  IRS regulations and INS treaties limit such payments based on the foreign national’s Visa type.

For Further Information, Contact Payroll at x6233.

Certification of Time/Effort Reporting

OMB Circular A-21, Cost Principles for Educational Institutions requires that faculty certify to the effort which they devote to sponsored projects.  The certification to effort by a faculty member is a legal certification and must in all cases be defensible on audit.

Review Office of Management and Budget Circular A-21: Cost Principles for Educational Institutions (http://www.whitehouse.gov/omb/circulars_a021_2004). 
General Requirements
Hazardous Materials/Occupational Safety and Health
JMU maintains and adheres to policies on hazardous materials.  In addition, adherence to Occupational Safety and Health requirements is expected.

Facilities and Equipment Management
Management of equipment funded or furnished by sponsors is subject to the rules and regulations of the sponsor or terms of the agreement under which funds for equipment are acquired.  All equipment acquired in connection with Sponsored Programs will be managed in accordance with JMU policy.

Required Fiscal Management
OMB CIRCULAR A-21

OMB Circular A-21 (“Cost Principles for Educational Institutions”) establishes baselines for costing activities.  These baselines now incorporate four of the Cost Accounting Standards (CAS).  These standards address consistency in costing and reporting of costs; adherence to the standards is mandatory even for institutions which do not have to submit a formal disclosure statement on such practices to their cognizant auditor.

Section J.8 of OMB Circular A-21 specifies the regulations with regard to intra-university consulting (normally unallowable) and to salary remuneration (no additional salary beyond the academic year base salary) for participation in research activities during that academic year.  The regulations explicitly prohibit salary augmentation from research, education, or scholarly endeavor funds during a period covered by the term of the faculty appointment (i.e., you cannot charge a higher rate on research, education, or scholarly endeavor grants than you normally get regularly from your institutional base salary).  Similarly, they prohibit reimbursement to faculty members for internal consulting during such a period.  The only exception to the consulting statement is in clearly defined situations where the consulting is across college or departmental lines and/or a separate activity for which one is not regularly compensated.  Therefore, faculty are reimbursed for instruction, research, and public service so that working on a research grant is one of those activities for which individuals are already compensated.  Of course, individuals may earn salary during the summer months (utilizing the same base rate calculation process).  To alleviate difficulties, the University requires consistency in costing.  

Review Office of Management and Budget Circular A-21: Cost Principles for Educational Institutions (http://www.whitehouse.gov/omb/circulars_a021_2004). 
Review Sponsored Programs Accounting Effort Reporting: (http://www.jmu.edu/sponsprog/accounting.html). 
OMB CIRCULAR A-110

This Circular sets forth standards for obtaining consistency and uniformity among Federal agencies in the administration of grants to and agreements with institutions of higher education, hospitals, and other non-profit organizations.

Review Office of Management and Budget Circular A-110: Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations (http://www.whitehouse.gov/omb/circulars_a110). 
OMB CIRCULAR A-133

This Circular is issued pursuant to the Single Audit Act of 1984, P.L. 98-502, and the Single Audit Act Amendments of 1996, P.L. 104-156.  It sets forth standards for obtaining consistency and uniformity among Federal agencies for the audit of States, local governments, and non-profit organizations expending Federal awards.

Review Office of Management and Budget Circular A-133: Audits of States, Local Governments, and Non-Profit Organizations (http://www.whitehouse.gov/sites/default/files/omb/assets/a133/a133_revised_2007.pdf).     
Facilities and Administrative Costs-accuracy Certification
Federal regulations require that the same types of costs be treated consistently as either direct costs or Facilities and Administrative (F&A) costs.  OMB Circular A-21, Cost Principles for Educational Institutions, requires that all costs incurred for the same purpose, in like circumstances, be treated consistently as either direct costs or F&A costs.  This requirement is intended to ensure that the same types of costs are not charged to federally sponsored agreements both as direct costs and as F&A costs.  This concept is reinforced and emphasized in Cost Accounting Standard 502 (CAS 502), one of the standards that educational institutions are required to follow.

Review Office of Management and Budget Circular A-21: Cost Principles for Educational Institutions (http://www.whitehouse.gov/omb/circulars_a021_2004). 
College and Universities Rate Agreement
The Facilities and Administrative Rate Agreement (Indirect Costs) is a negotiated agreement with the Department of Health and Human Services (DHHS) and shall be applied consistently to all sponsored program activity at the University, including all Federal, Non-Federal and Industrial sponsors.  As DHHS sets the F&A rates for each fiscal year, these rates may change from year to year.  JMU will utilize the facilities and administrative cost rates in proposals and contracts with federal, state, local, and private sponsors.  A copy of the current Negotiated Indirect Cost Rate Agreement (NICRA) may be obtained from the OSP homepage http://www.jmu.edu/sponsprog/JMU-NICRA_10-22-10.pdf. 
Procurement of Goods, Supplies, and Services 
The general policy prescribes regulations for the procurement of goods, supplies and services.  The policy is designed to comply with State regulations.  Purchasers are expected to exercise prudent judgment and their actions must sustain the test of public review.  These regulations apply to all procurement for James Madison University by faculty, staff, students and administrators, regardless of the source of funds, including procurement charged to educational and general, auxiliary enterprise, grant and local fund accounts.

Review Policy # 4201: Procurement of Goods, Supplies and Services (http://www.jmu.edu/JMUpolicy/4201.shtml). 
Buy America/Fly America
Review OMB A-21 for other purchasing requirements, including bid standards and related areas (http://www.whitehouse.gov/omb/circulars_a021_2004). 

Subagreements/Subcontracts and Consultants 
When preparing proposals for extramural funding that include a transfer of a portion of the research or substantive effort of the prime award to another institution or organization, or in seeking professional advice or services from external sources, a determination must be made during the proposal development stage as to the appropriate mechanism for this transfer of effort, or outside consultation.  The two mechanisms commonly used are the issuance of a subagreement or a consultant agreement.

A subagreement is a document written under the authority of, and consistent with the terms and conditions of a prime award (a grant, contract or cooperative agreement) that transfers a portion of the research or substantive effort of the prime award to another institution or organization.

A consultant is an individual hired to give professional advice or service for a fee but not as an employee of the hiring party.  The term “consultant’ also includes a firm that provides paid professional advice or service.  Recipients of federal funds are expected to have policies governing their use of consultants that are consistently applied regardless of the source of support and are expected to justify using consultants instead of salaried employees. 

According to OMB A-21, employees may not consult for their own institution unless that consultation is cross-disciplinary.

Confidentiality
The University will always hold any confidential information supplied to the University by the sponsor confidential.  It is extremely important that the name of the person to receive the information be designated in the agreement and that the person named sign the agreement.  The agreement must state that all confidential or proprietary information be labeled as such, that it be given to the individual in writing, and that there is a signature of receipt by the receiver of the information.  Graduate student work on sponsored projects is meant to contribute to their theses and dissertations, so it is only under the rarest of circumstances that they should be given confidential or proprietary information.  The culture of a University is collegial where faculty and students are expected to share new knowledge with each other and the public; therefore, the University must retain the right to publish the results of research.  If there appears to be no other solution, one can agree to postpone publication (usually for around one year) in order to give time to start patent rights.  If this agreement is made, all dissertations containing the confidential information cannot be released and must be held in a secure environment until the end of the agreed upon postponement date.  

Confidentiality statements may appear within intellectual property clauses and generally appear in nondisclosure agreements.  They are most likely to be found in industrial awards.

Faculty/Institutional Certification Requirements
Lobbying
A Federal certification regarding lobbying is required for an award of a federal grant, contract, or cooperative agreement exceeding $100,000 and for an award of a federal loan or commitment providing for the United States to ensure or guarantee a loan exceeding $150,000.

Lobbying is generally considered to be an attempt to influence a sponsor or Member of Congress in connection with the award of a grant or contract.  It is generally not considered lobbying to discuss a research project or opportunities with a sponsor’s program officers.

Lobbying certification requires that no federal funds are used for lobbying, and that if non-federal funds are used for lobbying, a disclosure form must be submitted to the federal agency with the proposal or prior to the award.  In addition, the two requirements previously listed also apply to all subawards (i.e., subcontracts, cooperative agreements, etc.)

Debarment and Suspension/Non-delinquency of Federal Debt 

Prospective primary participants must certify that they are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency.  In addition, participants must not, within a three-year period, have been convicted of or had a civil judgment rendered against them, for commission of fraud performing a public transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property.  Participants must not be presently indicted for otherwise criminally or civilly charged by a governmental entity with commission of any of these offenses, and must not have, within a three-year period preceding the loan application, have had one or more public transactions terminated for cause or default.

Miscellaneous Requirements
Acknowledgment of Federal Grant Support

Publications resulting from Federal Grants must give proper acknowledgement.

Freedom to Publish 
Freedom to publish is essential to the fulfillment of the University’s responsibility to disseminate the findings of research.  The University and the faculty work closely together to preserve this right in grants and contracts.  In special circumstances, however, they may agree to restrict or delay publication.  For instance, a delay in publication may be necessary in order to seek patent protection.  In addition, publications involving new technologies or software may limit discussion to statements of new discoveries and interpretations of scientific facts and need not reveal specific information about processes or methods that are proprietary in nature.  Papers describing discoveries often are withheld pending additional confirmations believed to be essential.  Faculty also have refrained from releasing information where general knowledge might lead to nonproductive speculation and exploitation. 

Classified Research
University research must be conducted only for purposes that are consistent with the University’s principal missions of the preservation, pursuit, dissemination, and application of knowledge.  In particular, classified research projects or projects that otherwise prohibit or limit publication of research results are inconsistent with University missions.  Publication is considered to include but is not limited to journal publications, proceedings of meetings and conferences, student dissertations and theses, and book manuscripts.

Researchers are obligated to inform their department chairs, deans, and Sponsored Programs in writing in advance of project sponsorship of any special relationship that they have or intend to have with a sponsor.  This disclosure should detail fully the nature and purpose of the relationship but normally need not provide specific financial reimbursement figures except when necessary to determine the existence of conflicts of interest, allocation of effort, or other University needs, as appropriate.  This provision applies to all participants in a project, including family members, research associates, members of the staff, and students.  It is expected that sponsors may inquire whether a researcher is receiving support from a competitor and whether safeguards are in place to protect proprietary information from being misused.  To avoid conflicts of interest, researchers should be especially cautious when accepting support from competitor sponsors who are providing proprietary information.

Cost Sharing and/or University Contribution
Cost sharing is the portion of the total project costs of any sponsored agreement that is not provided by the sponsor.  Cost sharing should be engaged in only when:

· mandated by the sponsor;

· needed to accurately reflect the level of effort required to conduct the project;  or

· necessary due to the competitive nature of the award.

· All cost sharing must be documented and identified in the University’s accounting system.  If the sponsor as a condition of the award accepts cost sharing, accurate accounting records must be maintained to verify that these funds have been provided.  Cost sharing, whether voluntary or mandatory, must in all cases be justifiable on audit. 
To qualify as cost sharing, costs must be all of the following:

· allowable and allocable under OMB Circular A-21 and the terms of the sponsored agreement;

· verifiable through effort reports or other appropriate documentation;

· necessary and directly related to the project objectives;

· in compliance with the provisions set forth in OMB Circular A-110 or in the terms of the sponsored agreement.

Cost sharing request form: http://www.jmu.edu/sponsprog/documents/CostShareRequest.doc 
Review Office of Management and Budget Circular A-21: Cost Principles for Educational Institutions (http://www.whitehouse.gov/omb/circulars_a021_2004) and Office of Management and Budget Circular A-110: Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations (http://www.whitehouse.gov/omb/circulars/a110/a110.html). 

Cost-Share and Matching Funds


Definitions

For JMU purposes, cost-sharing is a contribution, either mandatory (required by statute, regulation or written policy) or voluntary, of cash or services provided by the grantee institution or a third party to the overall costs of a sponsored project. If cost sharing is required by the funding agency, the level and type of contributed support are generally specified in program guidelines or application instructions.

Some federal and non-federal programs require a contribution by the applicant or third-parties to total project costs.  This is referred to as mandatory cost-share. Certain programs require a percentage of the total project costs in hard dollars as a match, such as 1:1 match on equipment grants. This type of mandatory cost-share is called matching funds. (Ex: applicant must provide an amount equal to the sponsor's funds to purchase equipment -- a 50-50 match; or, applicant must provide 20% of total project costs).

Contributions included in a proposal that are not required by the program, sponsor policy, or statute are called voluntary cost-share.  JMU discourages voluntary cost-share contributions as a matter of principle. Voluntary cost-share has a negative impact on the institution as a whole:

1. Scarce institutional resources (cash and in-kind) must be reallocated to a sponsored project; and 

2. the university's Facilities and Administrative (F&A) rate may ultimately be reduced. 

Cost-sharing of direct expenses may be considered a part of the research base when calculating the F&A rate and thus inflate the base on which the indirect pool of expenses are allocated, with a resultant reduction in the negotiated rate and recovery by the institution of F&A costs. It is therefore important not to volunteer funds or resources when the sponsor does not require them and when the project can be completed without them.

In-kind contributions can include both JMU and third-party contributions of services or goods; cash contributions can come from JMU sources (non-federal) or third-party cash contributions (gifts or grants earmarked for and under control of the P.I. for use on the project). For example, faculty salaries and benefits plus associated F&A costs equivalent to the time and effort devoted to a project would be in-kind contributions if paid by a department account, but $500 from a supplies budget dedicated to the project and spent as needed on project activities would be a cash contribution.  Matching funds are usually a cash contribution, since they are generally used to purchase a piece of equipment or supplies, construct a facility, or are cash donations to a challenge grant.
Cost-share in Proposals

Principal investigators must include with the JMU Internal Approval Form written documentation - within the proposal itself or separately - describing the kind of cost-share, the source (such as JMU, third-party, or other grant number), and the amount. Both in-kind and cash contributions must be authorized, either by signature on the clearance form, email or letter, by those administratively responsible for the funds. Contributions from collaborating institutions must be similarly documented, with a letter of commitment for any matching funds or cost-sharing.
PAGE  
3

